Quick Reference (Step) ESS_ Record Working Time
Purpose
Purpose

Employee Self-Service (ESS) enables employees to perform their own administrative tasks in support of
life and work events.

The Record Working Time service is located in the 'My Working Time' workset in ESS. Employees will
use this service to maintain their time sheets.

Attendance Times - Employees will enter the following times in ESS:

Attendance Hours
Call Back Hours
On Call Hours
Training Hours

Employees can enter time retroactively up to 30 days. However, no future time can be entered into the
system.

Weekly vs. Daily Time Sheets - The default view is a Weekly time sheet. This view is for DISPLAY only
and used to reconcile total hours worked for the week. Employees must enter their time using the Daily
time sheet. The Daily time sheet requires all employee to record their exact Start (In) and (Out) times.
The clock In/Out times are entered using military time. For example, 1:30PM would be entered as 13:30.

Charge Objects - Some employees will have additional fields to maintain on their time sheet for cost
objects (e.g. they must charge to a Cost Center, Order, WBS Element, or other object). If an employee is
required to charge their time to a cost object, they will be informed by their manager or Time Administrator
what charge objects they should be using.

Worklist - Employees who use Charge Objects can also use the Worklist. The worklist will retain all
charge objects the employee charges to for the past 90 days and used primarily as a "pick list" when
entering time the next time. To add a charge object from the worklist to the time sheet: select a row from
the worklist and click the 'Copy Rows' button.

Absence Times - Employees will not enter absences into the time sheet (such as Annual Leave, Sick
Leave, Comp Time, etc.). All absence hours will be entered in the 'Leave Request' service in ESS.

Time Approvals - Once the time is entered into ESS, it will be available for your manager to approve it in
MSS. Note: After the time is approved, it cannot be changed in ESS. Employees who need to make a
time sheet correction will need to contact their Leave Administrator.

Time Rejections - Managers have the option to reject the employee's time. Time is primarily rejected
due to wrong hours or charging against the wrong object. In the instance of rejected time, the employee
will see a message on the 'My Work Time' page indicating that their time was rejected. Employees will
also see rejected time when they go to the time sheet. The main calendar will flag any workday in red to
indicate rejected time. The employee must correct the rejected time or discuss with their manager for
further instructions.
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Trigger
Employees will use this service in Employee Self-Service (ESS) to maintain their time sheet.
Prerequisites

A MySCEmployee portal user ID.
ESS users must have an employee master record (e.g. a personnel number) in SAP with an
active Communications Infotype record (IT0105).

e Applicable roles and authorizations (portal and SAP).

Menu Path
Use the following menu path(s) to begin this transaction:
¢ MySCEmployee Portal # ESS < My Working Time 2 Record Working Time
Transaction Code
ESS
Helpful Hints

e Always navigate within the MySCEmployee portal (utilize the tabs, links, etc.). Do not use the
'Back' and 'Forward' buttons on the Internet Explorer (1.E.) toolbar, as they can give atypical
results.
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ESS_ Record Working Time

Procedure

1.Start all ESS application by logging on to the MySCEmployee Portal:

MySCEmployee
powered by SEIS

Welcome South Carolina State Employees

STATE INFORMAT[ny
TECHNOLOGY

B¥CB

SC BUDGFT AND CONT

| SCEIS Service Desk | FAQ | System Messages | Privacy R Securty Policy | Legal

Copyright 2000 Stats Of Saurs Cariing

2. Asrequired, complete/review the following fields:

Field R/O/C Description
User ID * R The MySCEmployee Portal User ID.
Password * R The employee's password.

3.  Click the Log on button |_Lteaen |

After the user is logged on, the tabs on the main page will vary by user, depending on their
roles and authorizations. For example, only managers will see a tab for Manager Self-
Service (MSS) when they log on to the MySCEmployee portal.

6 When using web applications that maintain or create data, always ensure you leave the
application (or log off) when you complete your work. This will prevent record locking.

4 _After logging on, the user will be defaulted to the MySCEmployee Home Page.
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Welcome essit15, MySC Em pioyee o || Exrrm | e
powered oy SEIS

Alerts and Information | Universal Worklist

History, Back
[
Welcome to MySCEmployee Helpful Links
MySCEmployee is the place where state employees can manage their human resources and payroll information on file with the State. Employees « SC.Gov
can view their pay statements, make leave requests, and update direct deposit and contact information from any computer with an internet « Employee Insurance Program (EIP)

connection. We hope you find MySCEmployee a useful and convenient tool. « Retirement Systems.

« Office of Human Resources (OHR)
« Employee E-News

« State Holidays

+ State Employee Weather Alert

« SCEIS

MySCEmployee Updates

MySCEmpleyee System Availability: Payroll processing has completed and access has been restored to Employee Self Service and
Manager Self Service

Important Payroll Information: \ith the end of the year rapidly approaching. final preparations are being made for the January 1 payroll
Employees are encouraged to review the Employee Payday Checklist

MySCEmployee Password: Due to an SAP technical issue, the process for changing your password has changed. Please follow these
instructions to change your password. Note: You must be logged out of MySCEmployee befare changing your password

If you have not taken the Employee Self Service overview course, we encourage you 1o as soon as possible. The overview course
along with other MySCEmployee courses can be accessed at www.sceis.sc.gov/page.aspx?id=158

The MySCEmployee Reference Guide and other support maierials are available at www.sceis.sc.gov/page.aspx7id=166

If your agency requires you to enter time, SCEIS recommends that time is entered in MySCEmployee on a daily basis beginning on
December 2

5. Employee Seli-Service
Click the Employee Self-Services tab

Welcome essit15, MySC Em ployee tele | Persoraize | Log O
powered by SEIS

UES | Employee Self-Service
My Overview | My Employee Search | My Working Time | MyPay | My Personalinfo | My Benefits | My Travel and Expenses | My Career

History, Back

Employes Seif-Service provides South Caroina employee:

h easy access to information and services

Iy Employee Search Wol

“Quota Overvie
“Time Statements
“Holiday Schedule
“State Employee Leave Package

QuicH
Record Working Time

Le:

My Pay

*Bank Information (Direct Deposit)
“Employment Verification

*W-4 Tax Withholding

“Voluntary Deductions

“Savings Bonds

My Personal Info
*Address and Emergency Contacts
“Personal Data

Quick Li
Pay Statements

My Benefits
“Employee Insurance Program Websites
*Refirement Forms

Reports
“Travel Reguests

- Emplovee Insurance Program

My Career
*Training and Development

Quick Links
State Jobs

The My Overview page shows all the available worksets in ESS. A workset is a grouping
of web applications based on a functional area (e.g. Benefits, Pay, Time Management,
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ﬁ etc.).

ESS_ Record Working Time

6.Users can go to the next level of navigation, (the area page), by selecting the workset in three possible
actions. Also, a user can select a Quick Link to go directly to the Record Working time service (page).
Select the workset or quick link by performing one of the following functions: NOTE: If you select the

Record Working Time quick link skip to step 7.

Activity

ice

Earch My Working Time Ly

Notes
Select the workset TAB. The workset tabs are located below the
main ESS tab.

Click the ICON for the workset.

Wy Working Time

Click the main LINK for the workset.

Record Working Time

Click the QUICK LINK to go directly to the service.

WelcomPessitts, LLNES) (|:5E mployee

poweced oy SUPE]

WEELTS|  Employee Seif-Service

Help | Personalize | Log Off

My Overview | MyEmployes Search | MyWorkingTime | MyPay | MyPersonalinfo | MyBenefis | My Traveland Expenses | My Career

My Working Time
¥
I My Working Time

| History, Back Forward

B

Working Time

ou can record your working time here.
“fou have recorded adequate working times for all workdays up to 05/05/2010
“four recorded times have been approved up to 05/05/2010.

Holiday S

Leave Requests

Leave Request

Time Statements
Time Statement for a Chosen Period
Display your working times, absence times, lzave balances, and accurals

you when entering your hours into your time sheet. The table converts Tradtional Time to

ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE
WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN

THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR
CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
‘OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTENT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.

@ The area page includes all the associated web services/applications for that workset, the
links to access the applications, and a short description of each application (if applicable).
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@ NOTE: The text below the link 'Record Working Time' is dynamic and displays messages
p 1 depending on the status of your time sheet:

Your time has been approved up to (a defined date).

You have rejected time.

Your work days in which you have recorded time have too many hours.
Your work days in which you have recorded time don't have enough hours.

7. Perform one of the following:
To Go To
Enter Time Without Cost Objects Step 8

Enter Time With Cost Objects  Step 16

8. Charging Time Without Cost Objects

Go to the Record Working Time service, click the link Fecerd Working Time
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s My SCEmployee
Welcome SLrsery, N-“}:h p y
| - : =il | |||';.|:-:|'|:r.l- Lol Sarvics

T Ry Wieirking Timss

mmm—
J secor vorking Time

.
Echa

Revew and Save

w bl Calindlar  M-Show Wirkiat
4 July 2009 Seplember 2009 *
-----l- --.I--- Mz Tl e T8 Fr| Sal S
- E 1 A  E B 2(a|afs]n

-a'atn:-n-z -:4511':4-: - EDDCEEE
.l! fd 1818 17 ik |18 -m 1913 18 1 13 [ 18 .14 1!- L IRERLARE 1]
T EEEEREEE  NRDEEEEN B BERERE

.ET_n | ﬂnm:?iﬂ I - E1EEE
L L _E

B Raiwaies [l Excust Tima Faconed

METTITIE, ot ooty T 00 =

wieek trom [3][52iae0s [ o wEnoos 9 [F]

£ 500 420
5

DRI IEAE
QQUQQQQQ

| Detete Row | | Sae us Template | | Retresn |

I.\_r..l\.'h't:-!r:-.

6 To hide or display the Calendar, click the applicable link: Hide/Show Calendar.

Note: The workdays in the calendar will be color coded in RED to flag working time that
was Rejected. Employees should take immediate action to correct any rejected time.

6 To hide or display the Worklist, click the applicable link: Hide/Show Worklist.

Note: Some employees will have additional fields to maintain on their time sheet for charge
objects (e.g. they must charge to a Cost Center, Order, WBS Element, or other object). If
an employee is required to charge their time against charge objects, they will be informed
by their manager or Time Administrator what charge objects they should be using.

6 To navigate to other pay periods:
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1. Scroll back and forward:
Week from | 4 |[a/31/2009 to |9/6/2009 E[r] {Go:

Enter a date directly into the date field and click @
3. Use the drop-down on the date field, select a date from the calendar, and click

[Go].

9.The default view is the Weekly time sheet. This view is used for DISPLAY only and can be used to

reconcile your total hours worked for the week. (Employee must enter their time using the Daily time
sheet.

Any Attendance Types or cost objects being charged against are located on the left side of the time
sheet, while hours are on the right side of the time sheet. The top row of the time sheet displays the total
hours entered.

Display Weekhy Time |_||_||E|
Week from [ 4 ][2/21/2009 to [az7zo0s @[] [Go]

Working Times Recorded from Monday, September 21, 2009 fo Sunday, September 27,2008
| AfendTyps  WageTyps  Total  WO,0321 TU.022 WE 0923 TH0924 FR,0925 SA,0915 SU,09/27
Act 9.500 9.500

Attendance ho... =
Attendance ho... ™

4.500 4.50
5 5

1
R g e R R

=]=]-] ===

| Delete Row | | Save as Template | [ Refresh |

[4 Previous Step | [ Review (k] [ cancel|

0 . __eneroay e
To maintain your time, go to the Daily time sheet by clicking the tab .
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ESS_ Record Working Time

sy ey e TS QD

Date | 4 |[a/21/2009

1 September 2009
Su Mo Tu We Th Fr
a6 1123 |4
20 6 | T (8|9 (1011
5|18 |17 |18
28 20|21 (22|23 (24 |25

&
.
[
—
s
1| =

[v] [Go]

S:. d on Monday, September 21, 2009

£ | Wage Type  Hours Start time End time

12 | Act 00:00 00:00

L Details

B Details
Details
Details
Details
Details
Detailz

| Delete Row | | Save as Template | | Refresh |

[4 Previous Step | | Review [¥]

[ Cancel |

@ NOTE: The Daily time sheet is specific to a single work day. Go to the work day by
2 selecting the date from the calendar or entering the date into the field directly. Then click

|

To maintain your time, complete/review the following fields:

Field
Attend Type

R/O/C
R

Description
From the drop-down, select an Attendance Type to charge time to:

Attendance Hours
Call Back Hours
On Call Hours
Training Hours

Employees will not enter Absences into the time sheet (such as Annual Leave, Sick
Leave, Comp Time, etc.). All absence hours will be entered in the 'Leave Request'
service in ESS.

Wage Type

From the drop-down, select a Wage Type to charge to. The Wage Type and
Attendance Type must be a valid combination or the system will not allow you to
save the time.

Note: Few employees will be required to use this field. Some of the employees in
certain agencies may record the number of visits they make in a work week. If
required, you will be given the correct Wage Type(s) charge to by your Manager or
Time Administrator.

Hours

This field is displays the calculated hours entered in the Start/End times.

Start time

Enter the Start time. Employees are required to clock their exact Start/End times.
Enter the Start time using military time For example, 1:30PM would be entered as
13:30.

End time

Enter the End time. Employees are required to clock their exact Start/End times.
Enter the End time using military time For example, 1:30PM would be entered as
13:30.

11.1.70 enter additional information for your manager to see when approving time, click 2515
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Welcome essuseri,

My Overview

Record Working Time

ESS_ Record Working Time

My Employ

Recorded Time

Date:

Start time:
End time:
Cell content:

Further Details

Rejection reas.:
Process status:

Document Number:

Additional Information

My Working Time

My Pay

WySCEmployes

Employee Self-Service

My Travel and Expenses My Career

My Benefits

My Perzonal Info

[ ] 3
=

I

8

|Relaa.sec| for approval

H

Called back in due to short staff.

Previous Step | | Accept |

11'2'Enter a note in the 'Additional Information’ section and click .
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Enter Daily Time EE=
Date [ 4| [arz8/2009 [»] [&o]

Working Times Recorded on Monday, September 25,2009
AtendTyps  WageType Houws  Starttme  Endtime
00:00

Act 10.500 | 00:00
Attendance ho... ™ 5 0700 12:00 Details
Attendance ho... = 3 13:00 16:00 Details
Call Back hour... = 250 18:00 20030 Details
- Details
- Details
- Details
- Detailz
- Details

=]=]-] ~=]=]

| Delete Row | | Save as Template | | Refresh |

|1 Previous 5tep| | Review h| | Cﬂl‘iDEll

12. Additional time sheet functionality is available by performing one of the following actions:

Activity Notes

Use this button to delete an entire row in the
time sheet. Note: Approved time cannot be
deleted.

To use, select a row in the time sheet. When the
row is highlighted, click the 'Delete Row' button.

Save as Template Use this button to save all time sheet data
except the hours. For example, if an employee
charges the same A/A Types each period, it is
useful to save this data as a template. This data
will default into the time sheet the next time you
go to your time sheet.

To use, enter applicable time sheet data and
click the 'Save as Template' button. Only one
template can be saved. If another template is
saved, the previous template will be over-written.

Use this button to:

Refresh . Calculate the Start/End times entered.
Validate if the time data was entered
correctly. If applicable, an error or warning
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message will be displayed.

. Refresh the time sheet. For example, if
a row is deleted, you will need to 'refresh’ to see
the correct total of hours.

To use, see above examples and click the
'Refresh' button.

13.Gjick [Review ]

elcome essuser M S C Em lo e e
o Y e

Employee Self-Service

My Overview My Employee Search My Working Time My Pay My Perzonal Info My Benefitz My Travel and Expenzes My Career

Record Working Time
L]
I Record Working Time

o=

Edit Review and Save Completed

/& Number of hours recorded 10.50 excesds target hours 8.50

Check your entries before saving.

Date Attfabs. type Wage Type Cell content  Additional Info

09/28/2009 Atftendance hours 5

08/28/2009 Attendance hours 3

09/28/2009 Call Back hours 2.50 Number of hours recorded 10.50 exceeds target hours 8.50

If entering working time for multiple days, enter time for all days and then click the

button.

14. Perform one of the following:
If Then

You do not want to save the time sheet and wish Click

to navigate back to the time sheet to make edits.

You want to save the time sheet. Click
You want to cancel all activity in the time sheet
service and navigate back to the My Working )

Time area page (note: time sheet will not be Click
saved).
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15'For the purpose of this exercise, click .

ESS_ Record Working Time

WySCEmpioyes

Welcome essuseri,

Employee Self-Service

My Overview My Employee Search My Working Time My Pay My Perzonal Info

Record Working Time
L]

My Benefitz My Travel and Expenzes My Career

Record Working Time

71—

Completed

HE—]

Edit Review and Save
[@ *vour data has been saved

What do you want to do next?
Record Additional Working Times

Go to My Working Time Homepage

Go to Emplovee Self-Services Homepage

Date Aft.fabs. type Wage Type Cellcontent Additional Info
09/28/2009 Attendance hours 5
08/28/2009 Attendance hours 3
09/28/2009 Call Back hours 2.50

MNumber of hours recorded 10.50 exceeds target hours 8.50

16.Charging Time With Cost Objects

Some state employees will be required to charge their time to Cost Objects (i.e. Charge Objects). A cost
object captures time within a financial area of responsibility (for example, a Cost Center, Order, WBS,
Fund, or Grant). These employees will have additional fields on their time sheets to input the cost objects
against their time. Managers will need to review the time charged to the various cost objects and approve
or reject the time. It is the manager's (or Time Administrator's) responsibility to communicate to their

employee what cost objects they should be charging.

Go to the Daily time sheet:
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‘elcome essuser M SCEm lo ee
- " mﬂydby SGEIS p y

My Working Time | MyPay | My Personalinfo

My Benefts | My Traveland Expenses | My Career

| History, Back Forward [E]
Record Working Time m

=
EN
Edit  Review andSave  Compleled

P Show Calendar P Show Worklist

KD
oate [ 05005 5[v] [o]
[Working Times Recorsedon Monday Ostober 62000
(RecCor  WeSEemem  RecOmer  Receverfnd  Recwngfunc Atea  ReceverOrnt  AfendType  ViegeType Hours Swnmme  ndtme

- Act 00:00 00:00

- Details

- Details

- Details

- Detais

- Details

- Details

- Details —

17.7o copy previously used cost objects from the Worklist, click the link P-2houw Workist

My Working Time | MyPay | MyPersonalinfo | MyBenefis | MyTraveland Expenses | My Career

felcome essuser: M SCEm lo ee
e " pﬂmytbys‘(m p y

| History, Back Forward [=

P Show Calendar "W Hide Worklist
A010000010 |
D200000010
E120400014
E160A00010
1
Enter Daily Time e
oate 4] 10003 [ [G]
Act 00:00 00:00
- Detais
- Detais N
- Detail
- Detail
- Detail
- Detals =

6 The worklist will retain all cost objects the employee charged to for the past 90 days and
used primarily as a "pick list" when entering time the next time. Note: The worklist is an
additional feature in the Time Sheet in ESS. It is not required when using Cost Objects

18.To copy a cost object from the worklist to the time sheet: select a row from the worklist and click the

button . To copy more than one line down, hold the CTRL key, then select the line items.
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‘elcome essuser: M SCEm lo ee
wel 1, WXM : P y

My Working Time | MyPay | MyPersonalinfo | MyBenefits | MyTraveland Expenses | My Career

Record Working Time: | History, Back Forward [E
L

P Show Calendar W _Hide Worklist

Enter Daily Time Em
Date [4] (4] [Go]

| Reecor  WesEemet  RecOuer  Recoborfund  RocengFunc Ares  RecoborGran  AtendTyps  WegeType Hous Situme | Endtme
Act 00:.00 00:00

Details
Details
Details
Detalls
Details.

0o0o0o000
Qoooooa
oooooo

44 4 44 4

oooooo

F
[«1

19.0nce the cost objects are copied to the Time Sheet, enter the Attendance Type and Hours against it, as
shown in the previous section:

e R N -

My Overview My Emy My Working Time | MyPay | MWy Personalinfo | My Benefis | My Travel and Expenses My Career
Record Working Time | History, Back Forward
HEQ HEE

Enter Daily Time EE‘
oate [ ][10z008 [ [#] [Sa]

| Reccor  wescement A0  Recsverfnd  ReGNARING A3 RecaNerGra  AtenaTye FH

Act 00:00
AD10000010 Attendance hours (1000) ¥ 07:00 11:30 Details
E120A00014 Attendance hours (1000) ¥ H 13.00 17:00 H
- Details
- Details
- Details
- Detaiis
- Detais
- Detalls
HED 1 ~[=[=

<

20.¢)ick [Review ¥].
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Employee Self-Sel

e
Wy Overview | MyEmployee Search | MyWorking Time | MyPay | MyPersonalinfo | WyBenefis | My Traveland Expenses | My Career

Record Working Time | History, Back Forward

Record Working Time

[z]

Edt  Reviewand Save  Completed

Check your entries before saving.

10/05/2009 AD10000010 Aftendance hours 450
[1onsmo0e | erzoac0re | | | Attendance nours | 4|

=

|

21.gjjck [Save]

‘elcome essuser M SCEm lo ee
o * pwmydbrs'(m p y

" wocone [

Wy O Wy Employe c My Working Time | MyPay | MyPersonalinfo | MyBenefis | My Traveland Expenses | My Career

Record Working Time | History, Back Forward

Record Working Time

Edit Review and Save Completed
[ our data has been saved

What do you want to do next?
Record Addttional Working Times

Go to My Working Time Homepage:

Go to Emplovee Self-Services Homepage

10/05/2009 A010000010 Aftendance hours 450
[tonsmuoe | Ezoaconts | | | | | | Attendance hours | |4

i O]

22. Perform one of the following:
If Then
You want to navigate back to the Record Click Becord Additional Working Times
Working Time overview page to display or
maintain additional time data.
You want to navigate back to the My Working Click 5o to hv Waorking Time Homepaoe
Time overview page.
You want to navigate back all the way back to the = = Goto Emplovee Self-Services Homepage
main ESS Overview page. Click
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You maintained your working time.

Thursday, May 27, 2010 17



